
APPLICATION FOR RECORDS DISPOSITION STANDARD 
I ,i 

INSTRUCTIONS: Prepare in duplicate and foward to'the Records Management Analyst. Management Systems Division ~ 

Division of Contracts and Procurement 
Peachtree Summit, 401 W. Peachtree St. NE 
Atlanta, Georgia 30308 

Edward London 
6. Telephone Number 

__~__-__ 
4. Person to Contact 

7 .  Action Reituested 
a. XI Establnh Retention Schedule; record ill continue 10 BCCUmUlate. 
I,. 0 Dispose of present accumulation; no f rther accumulation anticipated. 

__- - Checkone: OChange; OSupercede; 0 Void c. 0 Amend Application No. ~ 

F 
9. R a c o ; d s S e r i e r T i t l e / f o l l o w e d f f i c e ;  if differenrl 

Earliest Latest 

.___ - _____ 
sarles is ereared? 

1972  

The Division of Contracts and Procurement is responsible for developing, maintaining, and 
implementing Authority-wide purchasing procedures, consultant selection procedures, cen- 
tralized contracting procedures, and all competitive bidding on contracts under MARTA Act, 

Specifically, the Division is responsible for the purchase of bus parts, materials and s e ~  
vices for transit operations; purchase 'of off ice supplies, furniture, equipment, miscel- 
laneous services and concessions; administrative management and documentation for all 
consultant, construction and demolition contracts and federally-funded procurements; main- 
tenance of all official contract .files, bidder's lists, vendor file directories, contract 
lists, and related special reports. 
maintenance of all contracts and related contract documents so that they are available 'fol 
audit and periodic review. 

Documents relating to: Advertising, opening bids , eva1uatin.g , and awarding contract 
to provide specific demolition and site clearance services 
to the Authority 

Approvals and advertisements, prior to bid opening; records 
of bid opening and.tabulation; bidder evaluation requests 
and resporises; award advertisements, Board Package, and 
Notice of Award; conformed contract and specifications; 
Purchase Order and invoices against Purchase Order; 
related correspondence. 

The Division is responsible for the retention and 

._ . ~ _ _ _ . . _ _ ~  
1.  Record Series Description Thus file contains the following documents linclude form numbers and rirles, if any): 

Attach samples 01 the file. 

Included are: 

. /  

Fde I S  arranged. Alphanumerically as to CO, CP, CQ PO, or CQ SS, then 
numerically within these categories. 

-- ~ 
~ 

_ _ _  
2. Monthly Reference Rate How often are records referred to which are: 

One to six months old 2.23 ; Seven l o  twelve months old 5 - lo... . ; Thirteen to twentyfour months old 0 - 5 ; 

-. --~_- ____ .~ ~~ 

twenty-five months and older -_ 0 - 1  - ? 
- .  . 
3 .  Annual Rate of Accumulation of Records 



a. State Law years. d. Audit period years. 

e. Administrative need - years. b. Statute of limitation -. years. 

1. Federal retention instructions c. Federal law .- - _ _  years. 

Attach copy or e x e r t  of laws or regulations. Explain administralive need 

-- -- -~ ~ ___  ~ _ I  

6. Approwed Dtsporition Imtruclions This agency recommends that I he  file series be cut of1 a i  the end of each: 

0 Hold in thecurrent files area ___ .- ... monthis)-_ .~ ~ 

0 Transfer to local holding area; hold 

0 Transfer to State Records Center; hold 

0 Destroy. 

fl Transfer to State Archives f6r permanent retention. 

B Other ISpecifvl ', 

Hold i n  cur ren t  f i l e s  a rea  u n t i l  Board acceptance of the, cont rac t  o r  
' f i n a l  payment under the  con t r ac t .  

yearis); then 
- . yearis); then 

year(sl: then 

Then: t r a n s f e r  to Authority Records Center.' Hold f o r  th ree  years 
pas t  completion of MARTA p r o j e c t ;  then destroy. 

These instructions i 


